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Identify/ implement systems
and reporting improvements
o Test fiscal processing controls
e Audit Coordination

o Internal Controls

o Interdepartmental Financial
review (financial status;
concerns; emerging
initiatives)

o Special Projects

e Bids & tabulation

e SAP requisition

o Outline Agreements (OA)
e Purchase Order (PO)

o Service Release Order
(SRO)

e PCard Purchase including
travel
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o Fixed assets/ surplus

o Bank wire funding

o Bank deposits

 Unemployment reimbursement

e Financial and statistical compilation
o Petty Cash Administration

o PCard Coordination

o SAP receiver/ payment

o Travel Request

o Equipment Maintenance

———Financial Analyst IV
MELISSA.SAXTON2@houstontx.gov
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o Budget

o Forecasting

o GL Entries

o Financial Review

o Statement Preparation

D - Includes funds: Workers’
Compensation (1011); Central
Service Fund (1002); General Fund
1000) and Health Benefit Fund
9000) administrative cost centers
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e Budget

e Forecasting

o GL Entries

e Financial Review

o Statement Preparation

1 - Includes Health Benefit Fund
9000) and Long Term Disability
Fund (9001)
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Identify/ implement systems and reporting improvements

Test fiscal processing controls

Audit Coordination

Internal Controls

Interdepartmental Financial review (financial status; concerns; emerging
initiatives)

Special Projects
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Bids & tabulation

SAP requisition

Outline Agreements (OA)
Purchase Order (PO)

Service Release Order (SRO)
PCard Purchase including travel
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Budget

Forecasting

GL Entries

Financial Review
Statement Preparation

ncludes funds: Workers’ Compensation (1011); Central
Service Fund (1002); General Fund (1000) and Health
Benefit Fund (9000) administrative cost centers
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